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Thank you for the work you do on behalf your students and
their families!
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Welcome from Stella,
Freddie, Pearl and Couch!

Our goal today Is to provide an overview of
responsibilities related to the 2021
Connecticut SAT School Day administration.

« QOverview

« Accommodations

* Planning for Test Day

* Planning Rooms & Staffing

* Returning Materials and Makeups

* Questions




Contact
Information

» Test Administration
Procedures Questions College Board 855-373-6387
» Test Materials

satschoolday@
collegeboard.orqg

» CT SAT School Day

Questions Michelle Rosado 860-713-6748 michelle.rosado@ct.qgov

« Accommodation

Questions Deirdre Saa :
. CTAA and CTAS Ducharme 860-713-6859 deirdre.ducharme@ct.gov
Alternate Assessment
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Communication

ﬁ CoNNECTICUT STATE DEPARTMENT OF EDUCATION
CSDE

Archived Student As:

STUDENT ASSESSMENT NEws

sessment News

January 15, 2019

New  Connecticut SAT School Day Updates

essment@ct.gov
860-713-6860

sdthe ksbe- i Accommodations Office Hours Online Session
low to af
and/or sections includ The first Office Hours session for the Connecticut SAT School Day has been scheduled for January
L 16, 2019, from 2-3 p.m. Participants must register for this online session that will focus on enter-
aitas Bala ing accommodations for Special Education, 504 and EL students and the accommodated testing
% Recruitment window. Time for questions will be provided.

Connecticut SAT School Day

Overview

Connecticut SAT School Day

nnnnnnnnnn

''''''

CSDE Student Assessment Newsletter

Sent to the DA identified with the TIDE DA
user role, as well as the secondary contact.
CT SAT Test Coordinators and English
Learner Assessment Coordinators also
receive a copy; additionally, anyone can
subscribe. Current and archived editions are
posted can be accessed here or by visiting
the CT Portal.

CSDE CT SAT Web Site

Connecticut SAT School Day--Related
Resources

College Board Web Site

https://www.collegeboard.org
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https://ct.portal.cambiumast.com/resources/sy-2020-2021/
https://ct.portal.cambiumast.com/
https://portal.ct.gov/SDE/Student-Assessment/SAT/Connecticut-SAT-School-Day/Related-Resources
https://www.collegeboard.org/

Participation

The CSDE expects universal participation on its state
summative assessments. All students should be tested

safely in-person; remote testing is not available for
SAT, CTAA or CTAS.

The CSDE applied for a federal waiver for
accountability for 2020-21. If granted then CSDE will
not be categorizing schools. The primary use of

participation rates in the accountability system is
school classification.

©) CollegeBoard



Special - Remote Learners
Circumstances

* Cohorts

Testing - Wednesday closures
flexibilities have

been added-
flexible start
times, testing at

additional
locations,
testing outdoors
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Activity March 24 Administration | April 13 Administration

CB Accommodations Requests
English Learner 50% ET requests
Coordinators Planning Kit

Pre-Administration Materials
Shipment

Test Materials Arrive in Schools
Test Day
Accommodated Testing Window

Deadline to submit makeup
material requests for April 27/28

Deadline to submit makeup
material requests for May 18

Make-up Test Day

Last day to return answer sheets
for scoring

2/2/21
2/12/21

2/9-2/11
3/12 - 3/4

3/16-3/18
3/24/21

3/24- 4/6/2022

3/26/21

4/26/21

4/27 and 4/28
5/18 (if necessary)

4/29/21
5/20/21

2/2/21
2/12/21

2/9-2/11
3/23 - 3/21

3/30-4/1
4/13/21

4/13 — 4/27/2021

4/15/21

4/26/21

4/27 and 4/28
5/18 (if necessary)

4/29/21
5/20/21



Make-up Test Makeup Test Days:
April 27 and 28, 2021

Dates

If your school is May 18, 2021

o

closed on the
primary test date,
testing will be
conducted on the
make-up dates.

Makeup Accommodated
Testing Window:

April 27 — April 29, 2021
May 18 — May 20, 2021
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Connecticut - There are three different manuals.
SAT School Day - Include policies and procedures for

Man uals testing.
- Please share the appropriate manuals
= | e with your test day staff.
- As you continue this training, you will see
Coordinatpr this icon L4, which points out related
Manual | e % : -
iInformation from the manuals.
| Stardard - Manuals can be downloaded from CSDE
Testing Manual web site.
— ik
& E
rsmasoou SAT* SCHOOL DAY
Accommodated
Testing Manual

vvvvvvvvvvvvvvvvv
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The - The Connecticut SAT® School Day is a
standardized test.
Importance of
o - All staff administering the test must be
Trammg trained.

Valid results DEPEND on STRICT
ADHERENCE to the procedures in this
training.

Please pay special attention to the
security requirements, denoted by a

padlock icon on the slides. ﬁ
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https://sdect.co1.qualtrics.com/jfe/form/SV_3fPugTcxTw4NSSy

Score - Students receive their Connecticut SAT
test results through their online College

Reporting Board account.

- Districts can access the test results
through the College Board online score
report portal.

- Summary and student results will also
be posted on CSDE’s EdSight system
http://edsight.ct.gov.

7 CollegeBoard  Assessment Reporting

= Reports ‘ Connecticut State Department Of Education | List: | Al Districts {124)

Connecticut Education at a Glance

SAT School Day April 5, 2017, All grades - Scores by Institution
NEW THIS MONTH OVERVIEW STUDENTS
st of Essnion - 201647 CuTICAPT 206 538,893 (e Ma|
« 2016-17 Bullying Districts Total Enroliment
« 2016-17 Inci
a nary . 2016-17 Sancti o,
" 1,441 9.9% State
Dats Suppression Guigsiees  puplicSchoolsiPrograms  Chronic Absenteeis m Mean Scor Total Group
Ratted Links Crosswatc Fate 1 0 2 9 992
Instructional Videos.
EDUCATORS INSTRUCTION PERFORMANCE e
52,641.1 76.0% 731
Cerified Staff FTE Schools Offering AP State Accountability Index*®
Courses
8.3% a0 87.4%
Minority Certified Staff 870  Fouryear Cohort
On-Ti ation Rat

Cradnatinn®

EPPA ) B U WVLIG Y GV AL W


http://edsight.ct.gov/

Reminders for
2021

:‘.. St
N SN "’3-;@‘;'_'
Tl g T
CONNECTICUT SIATE
AT

DEPARTMENT OF EDUCATION
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Student - The CSDE submits three files
Registration to the College Board.

* All Grade 11 students in PSIS
registration as of April 20,

ENEEEENEEEEE 2021, will be registered by the

E CSDE through a bulk
e | S| e registration process.

Final Pre-ID 4/20/21 4/20/21

Date » Please make sure your

district’'s PSIS Coordinator
maintains an updated list of
Grade 11 students.

* The CT SAT School Day

program does not u%ec ;I;lle[g):;eEEioard




Answer Sheets - Schools will receive student answer
and Labels sheets in March with their
preadministration shipment. This will
allow schools to schedule time prior
to the test to have students grid
required demographics.

@
. IE

= |+ Pre-ld labels will be generated for
- all Grade 11 students who are in
PSIS as of January 21 or February
3 depending on test date. These
labels must be affixed to the answer
booklet prior to testing.

: 0000 o &
@aeee@@@e@df'- g

EEEEEEEEEEEEEEEEEE

@@@6@@@@@@;%;

0806600008 _|*

Please refer to the pre-ID label instructions and/or

« The answer sheet includes a place
for students to indicate their four
free score sends.
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Student
Resource for
Sending
Scores -
Avalilable on
CSDE SAT
Web Site

All college codes are
included in the Student
Answer Sheet
Instructions booklet.

JUNIORS!

As you complete your answer sheet

for the Connecticut SAT School Day,

SEND YOUR SCORES

to up to 4 colleges & universities FOR FREE!

Sending your scores
to Connecticut’s public o
colleges and universities o
will help you:

» keep your college o o o
options open e

« access scholarships m

» make your college

applications easier
o o o

r - L
colleges, universities and University of Connecticut Gateway Community College

ot . 376 P. 3662
uinebaug Valley Community College Southern Connecticut State Universi
Instructions Booklet. Q 9 ¥ ¥ 9 v

nnnnnnnnn
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https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/SendYourSATScores2020.pdf

Reminders for
Students/
Parents

There is no penalty for guessing!

Free official SAT practice is available on Khan
Academy!

Students should be encouraged to create a
College Board account.

Students do not need to register online or pay
for this exam.

Each student gets 4 free college score sends.
Students may cancel their scores.

Students can choose which scores to send to
colleges using score send.

All scores earned on the CT SAT School Day
are college reportable!

Remind students about College Board
Opportunity Scholarship 600119993031.(1



Testing
Special
Education,
504 and EL
Students

DEPARTMENT OF EDUCATION

6 CollegeBoard




Connecticut SAT School Day Accommodations

e American Sign Language e Noise Buffering
(ASL)- test directions only e Reader
e Braille or large print booklets e Scribe
e Color Overlay e Signed Exact English -test
e Computer directions and test content
e Extra/Extended Breaks e Speech-to-Text (CB Assistive
e Magnification Device Technology)
e Modified Setting e 4 Function Calculator
e Multiplication table e Text-to-Speech for all test
e Permission for content (CB MP3 audio)
food/medication e Time and one-half (+50%) or
e Permission to check blood double time (+100)
sugar

All students with approved
accommodations will receive a
college reportable score.

6 CollegeBoard



SSD . Certain accommodations are referred to in new

ACC()m mOdation ways (how they’re administered won’t change):

. 50% extended time is now “time and one-

Updates half (+50%)”
- *  100% extended time is now “double time
Gotemat Ja] e (+100%)”
Using SSD Online &% - Braille graphs and figures is now “raised line
éf drawings”
Atow o Gideforthe z «  Magnifiers and magnifying machines are
Comectcut SATSchoolDay '8 ) now “non-electronic magnifying devices”
R ) and “electronic magnifying devices”
: respectively
A How-to Guide for the Spring - MP3 a”udlo is now “pre-recorded audio
2021 Connecticut SAT School (M P3)
Day PDE - Large-block answer sheet is now “large-

College Board Supports and prlljlt answer sheet | | |
Accommodations Handbook - Written copy of oral instructions is now

Spring 2021 PDF “printed copy of verbal instructions”

'L' "
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https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/CSDE-SSD-Online-Demo-12320-final.pdf
https://accommodations.collegeboard.org/pdf/accommodations-supports-handbook.pdf

« Students approved for use of the pre-recorded audio
P re- ReCO rd ed (MP3) accommodation will receive test content via a
: streaming application instead of a flash drive.
Audio (MP3) 9 app

* There are two steps required of SSD coordinators or
their designated proctors in order to administer the
pre-recorded audio (MP3) format to approved students.

* Perior to test day, an application needs to be
installed on each computer used for pre-recorded
audio (MP3) testing. SSD Coordinators can
begin this step now.

* On test day, the SSD coordinator or proctor will
download the pre-recorded audio (MP3) files for
approved students.

©
MP3

Delivery

« SSD Online access is required to install the application
and the audio files.

* SSD coordinators will receive an access code
that allows proctors to access the areas in SSD
Online needed to download and administer the
test.

* More information is available on the MP3 Streaming
Application page on SSD Online.

6 CollegeBoard



English Learner Supports

Deadline to apply is February 12, 2021 Advance
approval
required?

* Time and One-Half (+50%) —Submit through SSD Online (While Yes

documentation does not need to be submitted to College Board,
schools should verify the student meets certain criteria.) No

» Written Test Directions (download from the CT SAT School Day
webpage): Albanian; Arabic; Bengali; Chinese-Mandarin; French;
Gujarati; Haitian Creole; Hindi; Polish; Portuguese; Russian; Spanish; No
Urdu; Viethamese

No
* Native Language Reader — test directions only

» 2020 List of Bilingual Dictionary Word-to-Word Glossaries include, but
are not limited to: Albanian, Arabic, Bengali, Bosnian, Burmese,
Cambodian/Khmer, Chinese/Mandarin, French, Gujarati, Haitian Creole,

' Hindi, Italian, Polish, Portuguese, Russian, Somali, Spanish, Urdu,
Vietnamese. o



https://portal.ct.gov/SDE/Student-Assessment/SAT/Connecticut-SAT-School-Day/Related-Resources
https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/pdf_sat-suite-college-board-approved-dictionaries.pdf

Accommodations
— Already
Approved
Students

Doe, John (#0000000007) opTions =
Approved; Permission for foodfimedication
Documentation: Received 1 Pages an 06 May 20049

Gray, Macy (#0000000002) opTions~

Approvedl: Permission for faodimedication

Rubin, Andy (0000000010} opmions -
Approveidl: Permission forfoodimedication
Documentation: Received 1 Pages on 06 May 2009

« Students with Approved accommodations
through College Board from previous years,
require no action unless you need to make
changes.

« Test Materials will be shipped for these
students based on the test materials needed
for their existing approved accommodation
In the SSD Dashboard.

04 Aug 2009 05 May 2009 14 Sep 2012
OF Mlay 20049 03 May 2009 14 Jun 2012
02 Aug 2009 05 May 2002 14 Apr 2012
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Practice Resources | -
* Practice Tests for assistive technology can
for Accommodated be found at:

Testers https://collegereadiness.collegeboard.org/sa
t/practice/full-length-practice-test-assistive-
technoloqy

* Practice Tests for pre-recorded audio (MP3)
can be found at:
https://www.collegeboard.org/students-with-
disablilities/after-approval/taking-sat-
accommodations

 Practice Tests for Bralille and large print may
be requested by contacting SSD Customer
Service (212-713-8333) or
ssd@info.collegeboard.org
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https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
mailto:ssd@info.collegeboard.org

Common QUEStiOnS Q. What is recommended for students who do not want to

use an accommodation on the CT SAT School Day?
A. If a student does not want to use an accommodation:

* A consent letter from the parent/guardian for student to
not use the accommodation(s) on test day, and school
should keep on file.

« The accommodations change form to permanently is
only required for removing accommodations for all
college board tests.

Q What is the protocol for emergency health
situations/injuries?

A. If a student needs temporary assistance for an injury
such as a broken arm or concussion, contact the SSD
Office as soon as possible. The support must be
requested and approved before test day using the Support
for Students with Temporary Physical/Medical Conditions
form and won’t be requested in SSD Online.

Q. Which form do | upload in SSD if prompted to submit
documentation?

A. Upload this form for the purposes of the CT SAT School
Day?

6 CollegeBoard


https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/SSD-Form-Upload-for-Documentation-Requests_2021.pdf

Medical Exemptions

In Connecticut, the exemption determination for
a medical emergency rests primarily on the
following criteria:

The student is unable to attend school and is
medically/emotionally unavailable for
homebound/hospitalized instruction for the
primary test date and/or the make-up dates
of April 27 and 28, 2021 and May 18, 2021.

« Medical Exemption forms for the Connecticut
SAT School Day are due by May 25, 2021,
and

See Appendix B of the Assessment Guidelines.
ontact Deirdre Ducharme for more information.

gi;iﬂ STATE OF CONNECTICUT
i A DEPARTMENT OF EDUCATION
=

2021 Emergency Medical Exemption Form
for the Connecticut SAT School Day

Date:

Janet Stuck, Education Consultant

Deirdre Ducharme. Education Consultant
Connecticut State Department of Education

450 Columbus Blvd, 5th Floor, Hartford, CT 06103

Dear

has been under my care since This

student 15 unable to attend school and 15 medically/emotionally imavailable for
homebound hospitalized mstruction. This student will not be available to receive

such instructional services from to Mav 18, 2021,

Sincerely,

DOCTOR'S SIGNATUEE

DOCTOR’S PRINTED NAME

Box 2215 » Hartford, Connecticut 06145
An Equal Opportunity Emplayer

@ CollegeBoard



https://ct.portal.cambiumast.com/core/fileparse.php/51/urlt/CSDE-Assessment-Guidelines.pdf
mailto:deirdre.ducharme@ct.gov?subject=Medical%20Exemptions

Before the Test
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Terms You Need to Know

Types of Forms

CSDE - Connecticut State
Department of Education staff
oversee the Connecticut SAT School
Day and are ready to answer your
guestions.

SSD - Services for Students with
Disabilities staff oversee testing of
students with accommodations.

Al Code - A six-digit code that identifies
an attending institution (a school in
which a student is enrolled).

NAR — The Nonstandard
Administration Report is the roster of
students testing with accommodations.

TRMR — The Testing Room Materials
Report form is used to account for
testing materials in the testing room.

CRF — The Coordinator Report Form
Is used to tally used and unused
materials for processing.

IR — The Irregularity Report form is
used to report any incidences or
irregularities during an administration.

67 CollegeBoard




Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Al Codes . Schools are assigned a six-digit school
code representing the attending institution
(Al code) or high school code.

Al Codes are required to pre-ID students,
administer College Board exams, apply for
student accommodations, and receive
materials and students’ exam scores.

Al codes are six digits, usually starting with
07.

The Al code is the only code you will need
for forms and reporting.

6 CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare - Participate in mandatory
Yourself Coordinator’s training.

- Read the Coordinator’s manual.

- Distribute Testing Room manuals to
proctors and SSD coordinator(s) for
their review.

- Review the contents of the
Coordinator Planning Kit which
arrive February 9-11.

- Plan ahead!

6 CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Build Your Lists

Master Student

List

- ldentify students who are testing and create
a list of students to determine how many
testing rooms and staff you will need for

administering the test.

- Pull the list of eligible students from your
school student information system or work
with your district assessment coordinator to
get the list of students from PSIS.

- Test coordinators will work with the SSD
coordinator to understand numbers of
students testing with accommodations by

using the NAR.

P=present
A=absent Testing Room Accommodated?
55D/Student  M=moved (3-digit code/ Y=Yes Testing Test Book
Last Name FirstName M.l. DateofBirth IDNumber X=no entry roomname)  N=No Group Type Staff Assigned
1 Jones Anita Ar5s 2000 e‘er‘er‘er‘Jf P 123 N SAT h'f‘exﬁer
2 smt.u ................_FG.;’;’;.........C.;......mﬂs/”” S P PR g s s
3 R R T P P e e ""aﬂ;xm
4 smw . .....].z.‘;;&.‘:;...............’/M‘w&& oesrezier Rl CieaE wug hr
.. 5 S\Lymmihﬂhﬂ/f.?./.?.ﬂﬂﬂ .gﬂg}gﬁrﬂ...;... e e ?wrbmammnﬁ«
6 North Adrian !!/30/."?:9:9 000}'0.35?-53 P 234 i T Fﬂ’f}s T' Gaar:.ll
<.
CSDE 6
PRI CollegeBoard



Build Your Lists - Lists ALL students approved for

accommodations

- Grouped into two sections: Students that
must test on the primary day and students
Nonstandard that test in the accommodated window

Administration - Includes what test book color and the script
Report (NAR) name the student should use

- Available 4 weeks prior to the test

- Students approved for EL time and one-half
(+50%) will be grouped with other time and
one-half test takers.

Last Name, First Name
Testing S = Test Room Code and Associate

(Mark X if absent on test Approved Accommodations .
e day) J Supervisor

S2 Graomlks, Goraomla Extra Breaks Between Test Sections

i 3 v P
SAT Purple | One day | Scnipt 2
SSD #0007025812 i

T2 Smith, Jaslee Extra Breaks Between Test Sections , Large Print Test Book ;S AT |Purple |Oneday |Scnpt2
SSD #0007025798 - 14 point

T2 Szymanski, Ella Extra Breaks Between Test Sections 'SAT Purple | One day | Scnpt 2
SSD #0007025799 P

T3 Tfosrolks, Reaomlka Extended Breaks , Permission to Test Blood Sugar, Small |[SAT |Puwple |Oneday |Secnpt1

SSD 0007025811 group setting ‘




Managing - The SSD Coordinator will run the NAR from

Students on the SSD Online Dashboard.

- Click on “Create Nonstandard
the NAR Administration Report.”

Select SAT School Day.
Enter Al code and Primary Test Date.

©) CollegeBoard



Managing
Students on
the NAR

close x
The following is a list of your accommodated students whose information in SSD Online
matches the information the student was pre-identified with for the primary test date
scheduled for Apr 10, 2018. In some cases, you may also have students approved for
accommodations that we were unable to match to the pre-ID information. Click the
Continue button to move onto the next step to add additional test takers with approved
accommodations.

Loredal, Kiraoa (#0007025941) - SAT

g | testsupervisor to confirm.

P Create SAT Nonstandard Administration Report

jn | Gomiria, Dreaomi (#0007025843) & SAT SAT With Essay

E 1 Morsen, Gitreee (#0007025942) ® SAT

close x
Your school has additional students approved for accommodations for the grade level(s)
covered under your state's contract; however, we were unable to match these students
to their registration based on the information provided. If your school plans to test any
of these students, select the individual(s) and click Create SAT Nonstandard
Administration Report. Any student selected will be displayed on your report. Note: if
your contract provides students the option to add the essay, you will need to indicate

which test they intend to take. If you do not know this information, contact your school's

- When generating the NAR, one of the
following messages will display:

- There are no students approved for
accommodations.

- All students with approved
accommodations match a student
registration from the CSDE-provided
Pre-1D file.

- There are students with approved
accommodations with a matched
student registration AND students who
are approved but did not match a
registration from the CSDE-provided
Pre-1D file.

- SSD Coordinators have the ability
to manually add additional
approved test takers to the NAR.
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Best Practices

Using Your Roster

Create your roster in Excel or Word format.

This allows you more flexibility to sort and
print your rosters for your staff.

You should also create testing room rosters
after assigning students to testing rooms.
Room rosters should be provided to
Proctors on test day.

Your roster is an important record-keeping
document — make a copy of your
annotated roster and keep it on file for 6
months following the test. You will return
the original with your answer sheets.

6 CollegeBoard



Best Practices

Using PSIS to
Create Your Roster

The district PSIS coordinator will need to
follow these steps to print a roster:

1. Log into the PSIS Registration Module;
2. Click on the Downloads Link; and

3. Select Active Registration and click on
Download.

The file will show all of the students
actively registered in the district and can be
sorted by grade.

6 CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Testing Room
Requirements

To promote an effective and secure administration,
testing rooms must fulfill the following
requirements:

« Rooms must be located away from noisy areas
and distracting activities.

« Rooms should be near restrooms.

« Rooms must have;

A working clock, visible to students
Proper lighting
Proper ventilation

Proper seating that follows the seating
requirements given in this section

No materials related to test content on
display (these can be removed or covered)

6 CollegeBoard



Seating
Requirements

*These spacing
requirements are
minimums. Please
follow any distance
requirements that
you district or health
department have In
place.

Chairs must have backs.
Seats must face the same direction.

Chairs must be placed directly behind those in the preceding
row.

Each student must be separated by a minimum of 3 feet from
side to side (measure from center of desk).

Staff access to every student must be unimpeded.

At tables, students must be seated at least 3 feet apart
(measured from the center of the table) and facing the same
direction. You can seat 2 students at a table that’s at least 6

feet long.

Large, smooth writing surfaces, preferably desks or tables,
must be provided.

Tablet-arm chairs must have a minimum writing surface of 12 x
15 inches (30 x 38 centimeters).
The following seating arrangements are not allowed:

* Round tables, study carrels, lapboards, language
laboratory booths, and tables with partitions or dividers.

« Seat assignments that follow any expected pattern or
defined order. If testing students in their homeroom, make
sure students are seated at random.

6 CollegeBoard



Best Practices - Select separate hall or wing of school for
testing, if possible.

- Ensure access to rest rooms.

- Consider the school’s schedule of classes
and choose larger classrooms where more
Selecting Rooms students can test (to minimize
reassignment of non-testing students).

- Review the master student list and NAR to
determine the number of testing rooms you
will need. Some accommodations on the
NAR require testing in separate rooms.

- If you choose a large room, such as a
cafeteria or auditorium, remember that
students cannot face each other.

- Students can also be tested outside as long
as all requirements are met.

6 CollegeBoard



Set Up
Computers for
Accommodated
Testing

If you're testing students with any of the following
accommodations, your school must provide a computer
for the student (a student may not use a personal
computer or a computer belonging to their family):

* Pre-recorded audio (MP3) format
« ATC format
« Electronic braille writer (braille notetaker)

Work with the test coordinator and SSD coordinator to
test all equipment prior to test day using the instructions
in the Accommodated Testing Manual.

If you have questions or need assistance with technical
issues, call the School Day support number listed in your
manual to speak with the SSD office.

6 CollegeBoard



Set Up * The MP3 streaming application must be installed prior
to test day. SSD Coordinators should begin this
Computers for step now.
Accommodated + If computers at your school are set up to require staff
T . or students to sign in, the application has to be
eStlng installed on the user profile for the computer that the
student will be signed into on test day.
Pre-Recorded « The MP3 streaming application will be visible as a
: _ desktop icon only on the user account on which it
Audio (M PB) was originally installed.
Before Test Day » Detailed instructions are available on the MP3
Streaming Application Access page in SSD
Online.

« SSD coordinators are highly encouraged to review the
functionality of the streaming application by accessing
the sample form prior to test day. This is to ensure
that everything is working as expected and to get
yourself familiar with accessing forms.

« If you encounter an issue, call the SSD office for
assistance right away so that College Board can work
with you to resolve any technical issues well before the
opening of the accommodated testing window.

6 CollegeBoard




Set Up
Computers for
Accommodated
Testing

MP3 Audio —
On Test Day

Internet access is required to download the test form
on test day. Internet availability will be disabled by the
application once testing begins.

Once installed on a PC or Mac, the streaming
application appears as an icon on the desktop.
Chromebooks require you to launch the software from
the Apps link.

On test day, the SSD coordinator or proctor will launch
the MP3 streaming application. This needs to be
repeated for each student, prior to the start of testing.

 If your school’s computers require login
credentials, the person who installed the program
before test day must also be present on each day
of testing to sign-in to each computer and start the
application.

Proctors may choose to download students’ test forms
if the number of MP3 test takers is small; otherwise,
the MP3 script includes instructions for the student to
complete this step.

You'll need the NAR handy on test day because the
MP3 streaming application requires each student’s
SSD number to access the test form.
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Set U p The ATC format is composed of 5 Microsoft® Word files
created to work with students’ assistive technology, such

COmpUte I'S fOr as screen magnification or screen readers. The ATC test
format is delivered on flash drives; therefore a student

ACC(_)mmOdated must have a computer with a USB port.

TeStlng * Disconnect the computer from the internet and any

networks.
Assistive - Disable all unapproved assistive features such as spell
Technolo gy checkers, grammar checkers, thesauruses,
: dictionaries, or word processing features.
Compatible (ATC) g |

* Print the student’s last name, first name, and middle

fO rmat initial on the back of the ATC packaging.

« Before test day, check each flash drive to ensure its
functionality.

« After ensuring the devices function properly, remove
and securely store each flash drive in its original
packaging for use on test day.

« Students will need access to the password on the
flash drive package when taking the test.
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Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Estimating

: Balance resources.
Staffing

Each school should have one Test
Coordinator and one SSD
Coordinator assigned.

Additional staffing needed depend
upon the size of the cohort testing,
the number of testing rooms and
the number of students in each
room.

Start with 1 Proctor per room.

Add 1 Hall Monitor for every 5
rooms.

Add Room Monitors If needed.

Refer to “Plan Your Staff” section in
your manual.

6 CollegeBoard



Staff Roles and
Responsiblilities

Test
Coordinator

Backup Test
Coordinator

SSD
Coordinator

(for students on
the NAR)

Proctor

Room Monitor

Hall Monitor

Responsibility

Supervise all phases of exam.

Assumes the responsibility of
the test coordinator on test day
if he/she is unable to perform

their duties.

Requests accommodations for

students and

Coordinator to oversee
accommodated testing.

supports the Test

Administers exam in the testing

room.

Assists the Proctor.

Monitors students outside the

testing room.
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Proctor Responsibilities

AcoDE ©) CollegeBoard

et T v
ST T AT LY

Admit & seat Enf_or_ce

policies

Complete Report
seating chart irregularities




Monitor Responsibilities

Room Monitor

Help with center
setup &
admission

Hall Monitor

Help with center
setup &
admission

Answer gquestions

Direct students
to rooms

Help distribute
materials

Patrol halls &
report violations

Monitor test-
takers & report
violations

Cover for staff
on breaks
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Review Staffing

Guidelines General responsibilities

of each position
o1« Review the Testing Staff

Test Center Number: ; . . ; . ; Test Date:

Al test center staff must affirm that they:

*  Have read and understand the relevant SAT® Program manual, including, but not limited to, the pages setting forth conditions
under which SAT Program tests must be administered and the information on staff qualifications and conflict of interest
restrictions;

*  Understand and agree that all SAT Program tests, and all the questions contained in them, are the property of the College
Board and protected by copyright law;

*  Understand and agree that copying, reproducing or removing any m:ucn:ns from any SAT Program test book is illegal, and
persons taking such actions will be prosecuted by the College Bo

]
*  Are not prohibited by any law or regulation from working with minors or on school property; .
*  Are not engaged in any private SAT test preparation that is conducted outside the auspices of their school or district and for

which they receive compensation above and beyond the terms of their employment as a teacher or other professional employee
page in such ac

with the school or district, and will not e
and normal review of course content, including test familiarization, that is part of regularly scheduled school course work is

[]
acceptable.)
*  Havenot laken any SAT Program test within 180 days of the above test date e S I I I a re e I I l e I l
* Do not have a member of their household or immediate family (“related student”) taking an SAT Program test on the

above test date at any test site. In such instances, the related student’s scores are subject to cancellation.
All \Lﬂ including supervisors, associates, proctors and hall proctors, must sign below to indicate their acceptance of these

Staff who violate any of these terms will be subject to disciplinary action, such as, but not limited to, being barred from
future College Board tests. Complete this form prior to the test administration. O r m

y for the remainder of the current school year. (The teaching

Position
(check box
that applics)
0 Test Center
Supervisor or
8D Coordinater

Name
(please print)

0 Assoc. Supv.
Q Proctor

0 Assoc. Supy
3 Proctor

0 Assoc. Supv
Q Proctor

0 Assoc. Supy
2 Proctor

0 Assoc. Supy
3 Proctor

O Assoc. Supv.
4 Proctor

0 Assoc. Supv.
4 Proctor

0 Assoc. Supv.
2 Proctor

Continued on back.
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Plan_ning for « The following staff may not administer
Staffing Needs the CT SAT School Day:

Those employed by an outside
test-prep company.

Those who have taken the SAT
within 180 days of the
administration date.

Those who have a household
member or child taking the SAT at
any site on the same date may not
handle test materials or have
access to test materials prior to the
test, BUT may be a proctor or hall
monitor on test day.
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Planning for
Staffing Needs

Support Staff

Students approved for testing with accommodations
may require additional support staff, such as:

« Areader to dictate test questions
« A sign language interpreter (for directions only)
« A scribe to record responses

Support staff must meet all testing staff requirements;
never suggest a person to assist a student who is a
relative of that student.

Students assisted by a reader or scribe:
* Wil test in a 1-to-1 setting.

«  Will test with time and one-half (+50%), unless
approved for more extended time.

* Must have their own reader or scribe (these
support staff cannot be shared).

 Scribes may only write what the student dictates in
English; they may not prompt the student in a way
that would result in a different response.

Sign language interpreters may only translate test
directions from spoken English, not test content.
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Use the Manual - See section Iin Test Coordinator
to Train Staff manual “Train Your Staff”

Maintaining security in the testing
room

Seating policies
Calculator policies

General responsibilities of each
position

Using the correct testing materials
Equipping the testing room
Testing room forms and reports

Testing Room Manual Timing charts
and Checklists for preparing to test

Testing Room Manual: Testing scripts
for appropriate rooms
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Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Set Schedule

You will need to:
Arrange time for standard testing.

Arrange time for time and one-half
(+50%) testing.

Arrange time for double time (+100%)
testing.

Plan an additional hour for
administrative tasks after testing.

Important — Bus schedules may need
to be adjusted and lunch periods must
be scheduled after testing completes.
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Standard Testing
Room Timing

SAT Sections Time
(in minutes)
Reading 65
Break 10
Writing and Language 35
Math (no calculator) 25
Break 5
Math (with calculator) 55
Book collection 15
Total (hours, minutes) 3h, 30m
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Nonstandard
Testing Room

Timing

CeTRMRI T ALY -
SN AT e D

Overview of Timing and Breaks

Section 1 Section 2 Section 3 Section 4 Total Time
Writing and Math Test - Math Test - SAT—testing
Reading Language No Calculator Calculator + breaks
Script 1 65 minutes 35 minutes 25 minutes 55 minutes
Standard Time
(Standard and 3 hours,
Accommodated 15 minutes
Rooms)
10-min. break 5-min. break
Script 2 33 minutes 35 minutes 25 minutes 28 minutes
Standard .
Time with SRl - min. break 3 hours,
Extra Breaks 32 minutes 25 minutes
27 minutes
5-min. break 5-min. break 5-min. break
Script 3 49 minutes 53 minutes 38 minutes 42 minutes
Time and i
One-Half 5-min. break S min. break 4 hl_?u_rs,
(+509) 1-Day |49 minutes 57 minutes
Testing - : 41 minutes
5-min. break 5-min. break 5-min. break
Script 4 65 minutes 70 minutes 50 minutes 55 minutes
Double Time .
(+100%) 5-min. break - min. break 6 hours,
65 minutes ’ 20 minutes
55 minutes
5-min. break 5-min. break End Day 1
Script 6 65 minutes 58 minutes 50 minutes 55 minutes
Pre-recorded i .
Audio (MP3) 5-min. break 5-min. break - min. break 7 h'_?um’
Users 65 minutes 57 minutes 10 minutes
55 minutes
5-min. break End Day 1 5-min. break
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Extended Time

Time and One- 1-day
Half (+50%) for

Reading/ Entire

Test

Double Time 2-day
(+100%) for
Reading/Entire

Test

Time and One- 1-day
Half (+50%) for
Mathematics

Test

Double Time 1-day
(+100%) for
Mathematics

Test

Students and Lunch

Assuming an 8:30am start time for testing....

Students will be complete with all testing just before 1:30 pm. During
the testing time, students will receive four 5-minute breaks for which we
encourage students to have snacks available.

The first day of testing will end around noon allowing for a standard
lunch break. The second day of testing, similarly will be done before
lunch.

Students will be complete with all testing just after 12:30 pm, allowing
for a lunch period after testing. During the testing time, students will
receive four 5-minute breaks for which we encourage students to have
snacks available.

Students will be complete with all testing just before 1:30 pm. During
the testing time, students will receive four 5-minute breaks for which we
encourage students to have snacks available.
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Set SCh_edUIe B Set protocol for late testing, if allowed.
Late Arrivals Refer to “Admit Students to the Testing
Area” section in your manual:

If you have a late-arrivals room, late testing
should start no more than 45 minutes after
testing has begun in the other testing
rooms.

The proctor must close the door to the late-
arrivals room before other testing rooms
begin their first scheduled break.

Ensure that testing in any late-arrivals
room begins early enough to end before
your normal school dismissal time.
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Flexible Start
Time

For Spring 2021 testing only

« To allow for additional social distancing opportunities,
schools can choose to start testing earlier and/or later
than usual and/or split students into different testing
groups and stagger start times.

« All timing and break rules will still apply, and all
testing must be completed within the same day
(unless students are approved for a multiday
testing accommodation.)

« Cell phone collection is required for the duration of
the school day for all students testing, or at least
until after the last group has started testing.

« All cohorts must have started their testing
sessions before the first cohort completes testing.
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FIeXibIe Start * Arrival/Bus Schedules

Time: Important Work with school administrators to keep track of when

" " student will arrive at school for testing, which will affect
COﬂSlderatlonS room assignments.

« Assigning Testing Rooms

* Assign rooms for separate testing groups in different
areas of the school building to limit contact between
students and disruptions to testing.

« Attendance-taking

* Plan for any necessary changes to attendance-taking
procedures for early and late testing groups.

* Students with accommodations

« Consider students with accommodations (especially
extended time and multiday test-takers) when
assigning when students will test.
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Flexible Start Time: Sample Schedule

Group A Time Group B Time Task
6:45 a.m. 8:45a.m. Staff reporting time and facility preparation.
Review staff assignments and room assignments. Distribute materials to staff,
7 am. 9am. y : 2 :
including Testing Room Materials Report forms.
7:15a.m. 9:15a.m. Staff report to their rooms and prepare for student arrival.
7:30 a.m. 9:30 a.m. Students report to the designated assembly area.
Admit students to assigned testing rooms and collect electronic devices
7:45-8 am. 9:45-10 a.m. " .
(if applicable).
8a.m. 10a.m. Close testing room doors.
8-8:30 a.m. 10-10:30 a.m. Distribute materials and read preliminary instructions.
8:30 a.m. 10:30 a.m. Begin testing.
11:25 a.m. 1:25 p.m. Testing ends for standard timing of the PSAT/NMSQT.
11:45 a.m. 1:45 p.m. Testing ends for standard timing of the SAT without Essay.
12:55 p.m. 2:55 p.m. Testing ends for standard timing of the SAT with Essay.

N

o Ay
SN AT e D
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Other Set aside secure storage for testin
Arrangements J J

to Make materials ﬂ

Designate an area for test-takers to
assemble before and after testing

Ensure minimal distractions on
test day:

- No bells or fire drills

- No announcements over the
loudspeaker
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Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare Your . Distribute the SAT School Day Student Guide
received in your preadministration shipment
StUdentS to students as soon as possible.

- Share information with students about Khan
Academy for free, personalized, online SAT
practice at satpractice.orqg.

- Meet with students in advance of test day to

— go over important information such as when
and where to report, what to bring and what
SATSCHOOLDAY B not to bring on test day.

Student = : :

Chiide - Encourage students to talk with their parents

and think about the colleges and scholarship
programs where they might like to send their
SAT scores.

- Share CSDE Parent Letter and FAQ with
parents (on CSDE web site).
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satpractice.org
https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/SAT-parent-letter-2021.doc
https://portal.ct.gov/-/media/SDE/Student-Assessment/SAT/FAQfamilies_2021.pdf

Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare Your - Your school will receive a number of
I\/Iaterials shipments related to your test administration.

- Itis important to note that each shipment may
, come in multiple boxes and that materials for
Shipments students testing with accommodations will
arrive separately from standard materials.

Shipment Contents Delivery
(Not Exhaustive)

Coordinator Sample set of manuals and
. . P Week of 2/8
Planning Kit test day forms, posters
Preadministration: A heets, instructi
PSS 7 weor s
’ Week of 3/22

student guides, all manuals

SCEELINIIETEU Bl L abels for each student pre- Week of 3/1
Pre-ID Labels ID’d at your school. Week of 3/22

Test books, forms and Week of 3/8
envelopes, return kits Week of 4/5

Test Materials

AW ."'T'H ﬁuu“rd



Preadministration . Schools will receive student answer sheets
three weeks prior to testing. This will allow
schools to schedule time prior to the test to
have students grid required demographics.

Materials

School
(Al) Code

Testand
Year

- The shipment will include answer sheets,
labels and all manuals.

- Pre-ID labels will be generated for all Grade
11 students who are in PSIS as of the initial
pre-ID file submission. These labels must be
affixed to the answer booklet by school staff

prior to testing.

Last First
SASID Name Name MI

OO OO XXX XXX X
200000 2000000000

DOB: mm/ddlywy

SAT 2018

School
Name

Barcode
Number

CollegeBoard



Receliving Test
Materials

&

When you receive your test materials, you
must ensure that they are kept secured
and locked with limited access.

Before storing, check that you have
enough:

Purple books for standard testing and
accommodated students testing on the
primary test date

Blue books for nonstandard testing
during the accommodated testing
window

All materials will arrive to the attention of
the Test Coordinator. Materials for
students testing with accommodations will
arrive separately from standard materials.
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Keeping Test

- Alert your school office staff that the

Materials shipment is arriving in the week prior to
Secure testing.
ﬂ - Have a locked storage area ready, with:

Limited access

A secure lock

bt fud

- Do not remove any testing materials
L0000

CO0000D from the school without the consent of

0000000 CSDE and Office of Test Integrity.

- If you are a test center offering weekend
SAT testing, keep School Day materials
separate from weekend testing materials.

- See “Prepare Your Materials” section of the
Coordinator’s Manual.
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Using the Shipping Notice

SHIPPING NOTICE

Destination: Origin:
JAME Di3E Distribution Center
SAT SUPERVISOR PO Box 77435
NEW YORK CHARTER HIGH SCHOOL 125 Fhillips Bhvd.
YORK CHARTER HIGH SCHOOL Ewing N. 03623

1234 SMITH LANE UsA
NEW YORK NY10026
USA
Phone Mo: 951-358-1741 E1 Order #: 2915097

Prngrﬂm Mame: SAT COLLEGE BOARD §/ SAT PROGRAM

I Numiber: 05651

Test Date / Type: 10/15/2015 Check serial numbers against shipping
Shipment Type / MMW‘T')"- INITIAL 242015 notice to ensure that the correct materials

/ .

Order Number.  SAO5013584 have been received.

Drop Shipment Recipient 1D:

Box ID Item IP(I Item Description aTy / Serial Ho. Range

8239208 Tﬁaﬁ’sn SAT SCHOOL DAY UPS Express Cin/AS/PEM Label K = 4795408 - 4295409

Check the test date to ensure that you use
the correct materials for testing, especially if

you are also a weekend SAT test center. 6 Co]]egeBoard
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Checking Test . .
Materials Keep materials shrink-wrapped

ﬁ until test day.
Use your roster as a source to:
Check quantities.

Make sure you have enough test
books for students listed on your
Standard Roster and NAR.
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Securing the

Test Materials
ﬂ - Reseal the cartons with the tape

provided.

After you check your materials:

Sign your name across the tapes.
Lock them in a secure storage area.

Check materials daily and report
any tampering.
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When to Call for

ASSIStance Have not received materials the Friday before the

ﬂ test.

Are missing standard materials.

Call College Board if you:

Call the College Board School Day Support
and choose option 2 for Test Materials
Questions.

Are missing nonstandard materials.

Call the College Board School Day Support
and choose option 3 for the SSD Office.

Tampered, damaged, or materials missing from
your shipment.

) - Call the College Board School Day Support
and choose option 2 for Test Materials
Questions.
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Coordinator Test -
Materials Kit Check your packing list for other

materials.
- Forms
- Posters

- Tape, shipping labels
and materials return envelopes

.‘“’.
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What is a
Preadministration
Session?

The preadministration session allows students
to complete the following activities directly on
their answer sheet, saving time on test day:

- Fill out select personal information fields.

- Select up to four colleges or scholarship
programs to send their SAT scores.

*Date of Birth is field 7.

[EADate of Birth
Month  Day Year
Jan

8 Pib mScore Reporting

OMar @@ @OW 1 2 3 4

OQOaAapr OO OO

OMay @@ @@

OJun @A® @® OIOIOIOEEOIOIOIOENOIOIOIOEEOIOIOIO)]

O Jul @ @@ OO OO OO Lo

O Aug ® 06O DO 00O® OPO® OO

O Sep ® OO elololoillolololo Mlolololo BNolololo

Oot @ O DD OO DDO® O@®DD

O Nov GG 0O e GGG
G OOLEOEEe® e O

QO Dec ® 9O DDOD DDDOD
OIOIOIOENOIOIOIOENOIOIOIONMEOIOIOI6))
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Verifying . If the first name or last name listed on the
: label does not correctly reflect the student’s
Informatlon name, please do not use the label.

Pre-1D Labels - If any other information is incorrect,
including DOB, SASID or school
information, the label should be applied.

Information included on the pre-ID labels is
based on data in PSIS. If errors are
identified, please contact your District PSIS
Coordinator so that PSIS can be updated
with the correct information.

If you receive incorrect labels or labels for
students no longer enrolled in your school,
or for students participating in the CTAA,
please shred or destroy these labels in a
secure manner.

6 CollegeBoard



Prea(_jminiStration - You may schedule a session ahead of test
Session day to allow your students to fill in student
background information on their answer
sheet and request their four free scores
sends. You may also conduct this during
test day.

- You will need the following to conduct your
session:

- Answer sheets with Pre-ID labels affixed

- Blank Answer Sheets

- Student Answer Sheet Instructions
- SAT School Day Student Guides

- The testing manual containing
preadministration instructions and scripts

Place Pre-ID
Label Here
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Preadministration
Session

All students must bubble a set of required
fields on the front page of the answer sheet:

Students with Pre-ID Label

Name

State Student ID #
Date of Birth

Test Type

Students
Pre-ID Label

Name

Testing Location
School

School Code
State Student ID #
Grade Level

Date of Birth
Gender

Test Type

6 CollegeBoard



Preadministration . Those conducting the session will need to
' use the scripts in the SAT School Day
Session Standard Testing Manual or the SAT School
Day Accommodated Testing Manual under
the heading “Conducting the
Preadministration Session.”

Some students who take the test may be
absent for the preadministration session.
The two testing manuals (for standard
testing and accommodated testing) include
Instructions for assisting students to
complete the student information and score
sends on test day.

Students can add or change their four free
score sends on test day.
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During the Test
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Test-Day Schedule and
Procedures

Suggested Time Activities

6:45 a.m. » Staff arrival
* Facility preparation

7 a.m. * Review staff assignments and
room assignments

 Distribute materials to staff
* Sign necessary forms

7:15 a.m. » Staff report to their rooms

* Prepare for student arrival
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Best Practices:
Distributing
Materials

The day before test day, complete testing room
packets for each room including test materials
and fill out the name of each Proctor and serial
numbers on the Testing Room Materials Report.

You may want to use large clear plastic tubs to
contain the test materials for distribution to each
Proctor.

Keep test books sealed in the plastic wrapping
until test day.
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Best Practices:
Distributing
Materials

Nonstandard Test Materials

Use the NAR to determine the correct color test
book to distribute to each student testing with
accommodations; testing students using
incorrect materials may result in the students'
scores being invalidated.

Additional test materials (for example, a reader's
script), may be provided for support staff.

The test coordinator will distribute these
materials to the staff when they distribute
other test materials during the test
administration and collect them for return
after all testing is completed.

Refer to the NAR for specific materials to
give each student according to their
approved accommodations or supports.
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Admitting &

Seating
Students

&

Schools can plan for either a centralized
check in or room check in.

If your school utilizes a central check-
in, you'll check in each student against
your room roster before sending them
to an assigned room.

If your school utilizes room check in,
Proctors will check in students as they
arrive to their assigned testing rooms.

DO NOT allow students to select seats.
The Proctor has 2 choices:
Randomly assign seats OR

Pre-assign seats before admitting
students.
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Marking the . Write the letter “P” next to each student who
Rosters is present.

- Later, when consolidating rosters, write the
letter “A” next to absent students.

- Add any missing students including student
name, date of birth, and SASID at the bottom
of the roster and check the appropriate
columns.

P=present
A=absent
55D/5tudent  M=moved
Last Name FirstMame M.l. DateofBirth [IDNumber X=no entry

Jones Anita :Elf_ff.?.ﬂd?a OFOFOFOF P

ST T‘a.rryﬂ.fr:?ff.ﬁ‘/ﬁﬁ SRR PR PAS PR -7
T R S Bt '5{5{5¢5{ g
T P PP GO F
.SLFMH“;I.............é__h;....................gﬂzfzﬂaa .d?d?a?d?.?.jﬂf F
Harthndmn.r.vﬂafﬂﬂ 'aaara.agr.ﬂ.ﬂ F

o I = T ¥, I R H R T
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Admitting New or
Transfer Students

Students who began attending your school
after the first registration file was submitted
may still be permitted to test if you meet the
following requirements:

Check your materials to see if you have
enough materials to accept new or
transferred students eligible for School Day
testing. You cannot borrow materials from
other schools.

If you have enough materials and space to
test these students, you will need to:

Have the students complete all fields
on the answer sheet, including their
State Assigned Student ID (SASID).

Ensure the student is accurately
reflected in PSIS.

Otherwise, test these students on the make-
up test dates 4/27, 4/28, or 5/18.
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Changmg - Students who have last-minute approval for
Students to accommodations

Nonstandard or . Students may need to change from a
Standard Testing standard testing room to a nonstandard

testing room.

If you have enough books, and the student
doesn’t need a nonstandard format of the
exam, you can move the student to the
nonstandard testing room.

A student who opts not to use his or her approved
accommodation must provide a written note
signed by the student’s parent or guardian. The
note must be kept on file at the school, it does not
need to be returned to the College Board. No IR
form needs to be completed.

Mark student absent on standard roster and add
him or her to the nonstandard administration
report or vice versa.

©) CollegeBoard



I\/Ianaglng the *  Break time is not part of testing time — the

Breaks “clock stops” after the timed section ends.

ﬂ «  Cell phones and any other electronic devices
are prohibited at all times during testing,

including breaks.

« If you have students approved to use a cell
phone or medical device as an
accommodation, follow the instructions in
accommodated testing manual.

*  Proctors must secure materials during breaks.
«  Students should not converse during breaks.

*  For students testing with accommodations,
some students may be approved for extra
and/or extended breaks. These students are
still subject to the same regulations that apply
to students with standard breaks. Break time is
not included as part of testing time (that is, the
testing clock stops). Specific timing instructions
will be noted in the scripts.
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Best Practices:

_ - Tell students exactly what time they must be
Managmg back in their seats.
Breaks - If possible:
- Designate nearby rest rooms for the use of
ﬂ testing students only.

Do not allow non-testing students in the
hallways near the testing rooms.

Monitor halls:

Do not allow students to converse in the
halls.

Use of electronic devices of any kind is
prohibited.

Monitor restrooms:

Ensure that hall proctors patrol hallways
and monitor restrooms during scheduled
breaks.
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Preventing Thetft
of Test Materials

In the testing room:

Keep materials out of the reach of students.
ﬂ - Never ask students to distribute test materials.

Make sure that no one copies, removes, or
photographs any part of the test materials.

Never leave test materials unattended.
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Counting and
Distributing Test
Materials

&

The Proctor must:

Keep materials out of the reach of students.
Count test books:

Before distributing

After distributing

Before dismissing students
Distribute test books in serial number order.

Account for all materials on the Testing Room
Materials Report.
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Count Test Materials 6 Times E

1 = When delivered to school

2 | When distributing to Proctors

ﬂ When receiving

In testing room:

4 = After distributing to students

S  Before dismissing students

ﬂ When collecting from Proctors
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Proctor’s Use of
Forms

Train your staff on the use of the following
forms:
. Room Roster

- Testing Room Materials Report with seating
chart

* lrregularity Report form (IR)

 Request to Cancel Scores form

6 CollegeBoard



Room Roster It will be important to track attendance so you know
what make-up test materials to request.

Testing
P=present Room
A=absent (3-digit Accommodated?
M=moved SSD/Student code/room  Y=Yes Testing TestBook EL Support
X=noentry [ast Name First Mame M.l. DateofBirth 1D Number name) N=No Group Type Type Language Staff Assigned
1 F ones Anita 5, 2002 ROFOFOT 123 N SAT A Teacher
. 2 BRI | IR REEEEER . en’y ....... R ,fa/,f_a/.zcw,f Cierere IR L G o Pmﬂw ...........
. 3 BRRREEEE SRFTRRMETIEERNE AR S 5 /;_5/200,2 .. _sssf_sf_ss ........ PO SRR B LR E L EIERRNEIERIRRIEES .y Tﬂﬁi“ ...........
. 4 AR amwﬂ .............. %wt ........... mes ooy L R . _é' ........ ?WPI.G ...... _-;0;# x-r t.m.sJ;.!ed sfmﬁh ....... . sﬂ‘ow ............
! direstions
5 F Zymanski El B/12/2002 O0OTOZ5THF 252 ¥ T2 Furple M Coordinator
& F orth Adrian A3, 2001 OOOTO 25788 234 4 T! Furple T. &oath

6 CollegeBoard




Proctor’'s Notations on the Testing Room Materials
Report

Hear .
== = The seating
[ s _
— I chart is found
—— . ___'_,_,_,--"'f
—1 [—1 on the back of
— —= L the Testing
| l LT ¢ Room
= — S Materials
é EFESF FETeEFTd FTETE FFéerg FrFEFT Repo rt-
iy
A
H FrEss ETETD FETaTE ETaTs &gl BETETT \
STEES STFEES FEF&EsT STEFF FEF&6EF STEFF [
FTEER FTEERT FFETE BEFETT FFETE FreFs
BFEET FTESET f FFETE FFETS ETEF=E FTETE 3?59‘5"‘)
. | T :';'un:';::imls T Front (rest taxers face this way) T
!CSD

—h Test book serial number GCOIIegeBoard



Irregularity Report Use to record any unexpected issue in the

(IR) testing room or center.
[y e oo o * Interruptions

IRREGULARITY REPORT (IR)

*  Shortage of materials

« Student iliness
Misconduct

« Defective testing materials
*  Prohibited items

« Some issues may need immediate
attention and a call to CSDE or SAT
School Day Support.

6 CollegeBoard



SAT Request to
Cancel Test
Scores Form

achieve

more”
SAT® Request to Cancel Test Scores "
Fax: 610-290-8978
Use this form only if you wish to cancel scores for the SAT or SAT Subject Tests™.
Complete this form and give it to the Associate/Room Supervisor before you leave the testing room. You may
cancel scores after you leave, but your request must be received no later than the Wednesday following your

test day. If you are testing on a day other than a published weekend administration date, check with the room
supervisor for the deadline that applies to you.

Completing and subi g this form will cancel ALL scores for ALL tests taken on the day in question, exceptin
the event that your calculator or CD player malfunctions while you are taking an SAT Subject Test in Mathematics
or a Language with Listening Test. In the case of equipment failure you will be allowed to cancel scores for a single
SAT Subject Test. You must have communicated the equipment malfunction to the room supervisor during the
Mathematics Test or the Language with Listening Test.

Once we receive your cancellation request, we cannot reinstate your scores, and they will not be reported to you or
to your designated institutions.

TEST-TAKER: PLEASE PRINT

Last Name: First Name: ML
Address City
State: Country. ZIP/Postal Code:
RegistrationNumber. — Date of Birth Sex:
TestCenterNumber: — Test Center Name
City State ZIP/Postal Code:
Please cancel my SAT  AISATSubjectTests — Single SAT Subject Test lequipment failurel®
**| tasted in: October — November — December  _— January

March May June  ___ Otherigive data)
Test Taker's Signature: Date:

*  Requast to cancal test scores for equipment failura must ba signed by the Associate/Room Supervisor
*4 If this is a makeup tast, check the month you registered for.

IMPORTANT: ASSOCIATE/ROOM SUPERVISOR ACTION REQUIRED FOR CANCELLATION
BECAUSE OF EQUIPMENT FAILURE OR SUDDEN ILLNESS.
If this is & cancellation because of suddenillness or cancellation of a single SAT Subject Test score due to squipment
failurs, you must note this on the Supsrvisor's Irsgularity Report (SIR] and signify this action by signing belaw:

I notad this cancellation Associata/Room
on tha SIR Supervisor's Signature:

required for single Subject Test cancellation or sudden iiness!

TEST-TAKER: If submitted attar tast day, your raquest must be recelved no later th
Wednesday following your tast day. If you are tasting on a day other than a published
the room suparvisor for the deadiing that applies to you. Fax your signed requast to: 610
SAT Program, Score Cancellation, 1425 Lower Ferry Road, Ewing, NJ 0BG18.

11:59 p.m. U.S. Eastern Time on the
kend administration data, chack with
0-8978, or send by overnight mail to

Collage Board, achleve more and SAT aro fegistered trademarks of the Collage Board
SAT Subject Tests is a trademark ownad by the Collaga Board.
ez 15505+ 773cER00 <P n US A

770517

«  Each Proctor should have copies of this form.

- If a student becomes ill, the Proctor must sign
the form and record it on the IR.

«  Students have up to the third school day after
test day to cancel scores.

«  Scores will not appear in College Board
account but will count for state accountability.
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Preparing

Staff should have:
Rooms

«  Test books (in serial number order)
and pre-labeled answer sheets

«  Copy of roster and/or NAR with pre-assigned
testing room assignments

*  The correct testing manual for their room

Testing in
Progress

Staff should post the Testing in Progress flyers
In prominent areas.

* QUIET, PLEASE
= NO PROHIBITED ELECTRONIC DEVICES

Don't bring prohibited electronic
devices into the testing room.

= We'll collect such devices or require
they be turned off and stored away
before testing begins.

= We aren't liable or responsible for
loss or damage to devices.

= Any student seen with a prohibited
device during testing or breaks will
be dismissed and their scores will
be canceled.

LT
SA9X0074 £2013 ColsgeBoard.
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Preparing Staff should he b d
talt shou ost on the board:
Rooms P
« Date
Today et /dd/ * AlCode
oday's Date: mm ; .
AT Code: #stsHHHE || «  High School Name and City
High School Name, City
Room Number: ### «  Room Number
Start Time: hh:mm .
End Time: hh: mm e Start Time
USE A NO. 2 PENCIL ONLY. e End Time
DO NOT USE A PEN OR MECHANICAL  Reminder to use No. 2 pencils

PENCES

* Reminder not to use a pen or
mechanical pencil

Note: For students testing with
accommodations using ATC or MP3 test
formats, you may need to include additional
information to support computer navigation.
See the Accommodated Testing Manual for
specific information to include on the board.
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Testing

Students * Read the scripts verbatim to students.

ﬂ Use the NAR to determine which script or
combination of scripts to use for students
testing with accommodations.

Watch for common student infractions:
«  Use of cell phone
* Attempts to copy
- Attempts to remove test materials
Never leave room/test materials unattended.
»  Secure test materials out of reach of students.

Proctor must:

©) CollegeBoard



B?fO r_e _ - Collect answer sheets and test books in the

Dlsmlssmg same order they were distributed

Students - Verify each student’s identifying information:

ﬂ - Check the Pre-ID label applied to the
answer sheet.

Check page 1 of each answer sheet for
completeness.

Check that written and bubbled information
match.

Account for all materials:
Verify by count.
Verify by serial number.

Do not dismiss students until all test materials
have been accounted for.

6 CollegeBoard



Testing Room * Fill in the date, center number, room number and
Materials Report type, and Proctor’s name.

* |Indicate the number of test books and serial
number range(s).

* Use form on back cover of Testing Manuals.

Part 1: Account for test materials issued to you as supervisor of a testing room.

Part 2: Complete the seating chart to record how test books were distributed in the room or section(s) of a large room.
At the end of testing:

® Complete all information on the front of this report in Part 1 (blocks 3 and 4) and sign it in block 1.

* Return this report, including any additional seating charts {for sections of a large room), to the test center supervisor
or SSD coordinator if testing students listed on the NAR.

'TESTING ROOM INFORMATIQN
TEST DATE: /0/16 [13

/ /
TEST CENTER NUMBER*: ? f— E 7 ROOM NUMBER: Aﬁ, ROOM TYPE: Standard J Nonstandard
* SSD coordinators: Enter your 6-digit school number.

Please print and sign your name below to indicate that the information you have provided on this form is accurate to the best of your ability.
ROOM SUPERVISOR: Ara bella J‘tﬁ{""-’_"‘%

NMWW

Signature v

Part 1 — Accounting for Test Materials

F;I‘EST BOOKS RECEIVED QUANTITY SERIAL NUMBER RANGES
OO I w_ oo s
Total number of test books received: to
2 7
to
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Best Pract!ces: - Mark the serial numbers on the Testing
In the Testlng Room Materials Report during the first test
Room section.
- Have extra No. 2 pencils in every testing
room.

Ensure a working clock is visible to
students and is readily available, if needed.

If consistent with your school rules, make a
plan for collecting students’ cell phones
before testing starts and returning them at
the end of testing.

On test day, remember to have students fill
out Form Code ID, Test ID, and Test Book
Serial Number in the “Complete on Test
Day” section on the back of the answer
sheet.

6 CollegeBoard



Completlng the - Coordinators will complete the first page of
NAR the NAR and sign the form after testing.

- Return the completed NAR in white
accommodated testing envelope with used
answer sheets in answer sheet return
shipment

6 CollegeBoard

2018 SAT® School Day Nonstandard Administration Report (NAR)

Date Generated: January 26, 2018
School Code: 472289
School Name: FRANK W COX HIGH SCHOOL

2425 SHOREHAVEN DR
VIRGINIA BEACH , VA,23454-1743 , US
Primary Test Date: April 10, 2018

This report provides detailed information for students with approved accommodations who will take the SAT School Day test starting on April 10, 2018. Use this report as a
planning tool to identify the number of test rooms, staff. and schedule for the test. Plan to print copies of the report prior to test day and distribute to staff responsible for
administering the test in the testing rooms

The report is organized into the following sections:

* Section | - Students who must complete their test on April 10, 2018
* Section 2 - Students who may complete their test during the accommodated testing window. Testing can begin as early as the primary test date and can extend
through the timeframe listed in your supervisor manual.

You must complete the fields below and return the roster with the completed answer sheets. If you experienced issues during the administration,
please refer to the irregularity chart in your AT School Day Supervisor Manual to determine if a Supervisor Irregularity Report (SIR) should be submitted.

Testing Supervisor's Name:

Testing Supervisor's Signature:

Telephone Number:

Email Address:

6 CollegeBoard
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CheCk for - Students may not have the following in the test area or
. break area, except in the case of approved
Proh | b|ted accommodations for particular testing aids:

" « Electronic equipment, including phones of any kind
D_eVICeS a‘nd « Personal computing devices (laptops, notebooks,
A|ds Bluetooth devices, e.g., wireless

earbuds/headphones, or tablets)

- Cameras

« Separate timers of any kind

« Audio players/recorders or headphones

« Wearable technology

 Digital watches, including smartwatches

« Any other prohibited devices that can be used to
record, transmit, or receive information

« Highlighters, rulers, earplugs, books or references of
any kind, pens or mechanical/colored pencils, and
papers of any kind, including scratch paper.
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Equipment and
Materials Allowed
In Testing Room

- Calculators are NOT allowed on
desks except during the
Mathematics Calculator section.

- Snacks and drinks must be packed
out of sight in the testing room and
can be consumed only during
breaks. Snacks must be outside of
the testing room and away from test
materials wherever possible.

- No. 2 pencils

- Test book can be used for scratch
work.

©) CollegeBoard



Cal.Cl.JlatOr - The Coordinator Manual includes the list of
Policies calculators approved for use during the
“Math With Calculator” test section.

- Test-takers can also bring backup equipment

Acceptable Calculators . and eXtra batterles-

For the Math Test - Calculator portion. all scientific calculator: cce) e,

- Test-takers cannot share calculators.
- A “No Calculator” symbol appears at the top
—

of the Math With No Calculator section, in
which calculators are not allowed.

- Seat any test-takers using a calculator with
large characters (one inch high or more) or
raised display that might be visible to other
test-takers in a location where other test-
takers cannot view the large or raised
display.
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Best Practices -
for Handling
Electronic

Devices

If your school already collects phones and
electronic devices for testing, we encourage you
to continue using the methods that work for you
and your students.

If you do not currently collect students’ electronic
devices, here are some suggestions:

Instruct students to disable alarms and
power off cell phones when they enter the
testing room.

Collect students’ cell phones and wearable
technology in a basket/envelope/bag before
testing begins.

Give students sticky notes and/or smaller
envelopes to label their items with their
name.

Collect labeled items from students once
they’re seated.
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PrOh | b|ted « At the beginning of testing, proctors will read scripts
. reminding students to turn off their phones and other
DeV|CeS electronic devices and to turn them in to the proctor, if

allowed under school policy.

« If your school does not permit the collection of
devices, proctors must instruct students to store their
powered-down devices in a bag or backpack placed to
the side of the room away from the testing area.

Preventing issues with
mobile phones and
electronic devices

* Once the script has been read, if a student is observed
with a prohibited device, the test coordinator must
dismiss that student.

« A student doesn’t need to be holding a phone for it
to be considered in their possession—a phone is
considered in the student’s possession if it's on or
under the student’s desk or in their pocket.

« If a student’s phone makes noises while in the
proctor’s possession or stored away from the student’s
desk, this should not be considered grounds for
dismissal, but the proctor should turn off the phone in
order to prevent additional disturbances during testing
and issue a warning to the student.
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Issues on Test
Day

T ALY -
AT

The test manual details the different testing

irregularity scenarios that may arise on test
day and how to handle each one. Please
contact SAT School Day Support at 855-373-
6387, if you are directed to in the IR chart or if

you are not sure what to do.

Irregularity Chart

HOW TO HANDLE IRREGULARITIES

Irregularity What you should do How to fill out the IR
Test Site [ssues
Test site closing/ In the event of a storm, power failure, or other Explain circumstances and impact
cancellation emergency that requires cancellation before test day:  of issue.
of testing + Notify your principal or district. Bubble Page 1, Section 6

» Notify campus/building security. “Disturbance/interruption.”
Fﬂll CS_DE « Notify students of the cancellation. Include a list of students affected.
immediately. = Don’t attempt to use the test materials you have on-

site. Secure them for earliest possible return.

» Order makeup materials as soon as possible.

Interruption = Provide clear instructions for student and staff safety.  Note the source, length, and impact

Call CSDE if the
interruption (e.g.,
fire alarm) can't
be resolved.

= Direct students not to talk or use electronic devices.

= Collect test books and answer sheets, if necessary,

while maintaining safety. Ensure that the room is

locked if everyone must leave.

Monitor students if they must leave the testing room.

Eeep them together in a group and do not allow them

to go to their lockers.

If you're able to resume testing, ensure that materials

and students were properly monitored, and confinue

testing where each room left off. Timing should be

paused, and no extra time may be given.

= If testing must be canceled, your primary test date
materials cannot be kept or used for makeup testing.

Do the following:

— Order makeup materials immediately.

— Securely store all primary test date test materials.
As soon as possible, pack and return all primary
test date test materials following the instructions in
Return Test Book Shipment on page 52.

— Notify students that they will take a makeup test.

of the interruption and the section(s)
affected.

Bubble Page 1, Section &
“Disturbance/interruption.” Fill in the
number of affected students in 6a and
the testing room code in field 6b. If the
entire school is affected, note this in
the Comments section; otherwise, if no
testing room code is available, list the
individual students and their answer
sheet litho codes in Section 11.

Incorrect, Missing, Damaged, or Defective Materials

Materials missing
or damaged
before testing

Call School
Day Support

frnmnndiatabs

Report if any materials are missing or d d;

if you detect any loss, theft, or tampering; or if the
serial numbers on the test books do not correspond
with those on the shipping notice.

MNote any such irregularity.

Bubble Page 1, Section &
“Missing materials.”
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Rep_ortlng - Report all incidents or issues on the
Testing Irregularity Report (IR) form.
Incidents - All reports should be complete and explicit.

B - The person reporting the incident should
include his or her own contact information.

- If you are noting a group irregularity, include
the testing room code if one has been
assigned and include the names of the
involved students on the last page of the
irregularity report.

6 CollegeBoard



Best Practices:
Monitoring
Testing

- Make plans for staff breaks ahead of

time.

- Arrange for how staff can

communicate with you.

- Collect room rosters at a

prearranged time so that you can
consolidate them before testing
ends.

- Follow rules from the manual for

break time and clearly convey them
to students and staff before test day.

6 CollegeBoard



After the Test

NS e vl

T - 3

CONNECTICUT SINT
AT

E
DEPARTMENT OF EDUCATION
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Reporting Tasks
After the exam, you should:

- Complete all appropriate reports
and forms.

- Retain copies of all documents
related to the administration for 6
months after the test, in particular IR
forms, attendance rosters and
tracking numbers.
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A Chart of

Forms to Return

Form Name

Coordinator’s Report

Purpose

Records the number of used answer

Filled Out by

Test Coordinator

Form (CRF) sheets.

Testing Room Records information about the test | Proctor

Materials Report materials that were used in the

(TRMR) testing room, the seating chart and
staff/proctors assigned to room.

SAT® Testing Staff Lists terms and conditions you agree | All Staff

Agreement

to abide by as an SAT testing staff
member.

Irregularity Report
Form (IR)

Records information about any
irregularities that occurred during
the test, or any questions about test
items.

Test Coordinator
or Proctor

) fats Dl:

ERE L TER RN
SIS AT R
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A Chart of
Forms to
Return, cont.

Form Name

Purpose

Filled Out by

Score Cancellation
Form

Used to request cancellation of test
scores on test day or no more than 3
school days after the test.

Student

Master Student List
or Room Rosters

Contains information about test
takers who were absent or present
for the test, as well as about
unregistered test takers.

Test Coordinator
or Proctor

NAR

Contains information about
students approved for
accommodations.

SSD Coordinator

6 CollegeBoard



How to Handle See the Appendix in the Coordinator Manual

: for a chart describing which materials you
Mate”als After should keep, which you should return and
Testing which should be destroyed.

HOW TO HANDLE TEST MATERIALS AFTER TESTING IS COMPLETE

Keep Copies for

Test Materials Return Your Records Destroy

CRF Yes—in answer sheet Yes No
return shipment

Used answer sheets containing Yes—in answer sheet Mo HNo

student responses to test questions  return shipment

Used answer sheets containing Yes—in white Mo HNo

student responses to test questions  Accommodated Testing

(regular and large block) for Envelope in answer sheet

students listed on the NAR return shipment

Blank unused answer sheats Yes—in test book return = No No

shipment after makeup
testing is complete

Angwer sheets with demographic No—szecurely store until  No After makeup testing:
information or label but no test makeup testing return used answer
gquestion responses (absentees) sheets for scoring and
securely destroy any
answer sheets that
gtill have no question
responses
Unused pre-ID labels (if applicable) No—store secupely if Mo Yeg—aecurely destroy
needed for makeup after makeup testing is
‘ e testing complete
SR, ¥
ACSDE

6 CollegeBoard
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Coordinator’s
Report Form

(CRF)

= SAT School Day

CRFs will be returned by the test coordinator for
each test date.

When testing has concluded, the test
coordinator is required to count the number of
answer sheets and record the number on the
CRF.

This form is scanned and must be completed
using a No. 2 pencil.

You may keep a copy of this form for your local
records, but submit the original for processing.

Confirm that your school code (Al code) is
correctly prefilled in item 4—it’s required for
reporting of scores to your school, district,
and/or state. Contact SAT School Day Support if
your code is not correct.

Make sure you bubble the correct date on the
CRF. For example, April 7 for the primary date
and April 27 for the makeup date.
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Instruc_tlons for Detailed instructions for packing and returning
Returning answer sheets and test books will be included
Materials In the Coordinators manual. [

Returning Used Answer Sheets and Forms

Returning Test Books and Unused Answer Sheets
Use the prelabeled return box(es)/UPS Express Pak(s) that came

with your test materials to pack in the order shown, 1. Pack 2.Seal
& cooramator Report = = - Use carton{s) from criginal tost materials shipment Ue supplied tape and remove, cover, or croas out the
Form {CRF), b vy Borimad Brdeps Combersint and include only the items showr. criginal shipping Labels.
A =]
1. Used and unmsed MPAATC flash drives, ® For small boxes, th should extend 3 inches.
DBAT Sehoed Dy Teating Stalf Agresment fem i ary [Place in original packaging) -— s =
0 Evauartty Rgsts (1R, Wy w For large bares, place tape arund the perimeter
0 Dustive tuat ook o dafective MF3 o7 ATC 2. Used and anzsed teat hocks of tha .
Nasls driven, If any
O Regquast b Cancel Test Seoves Soema, If any 3. Uil acurmeny shiasts
—
White Accommedated H :
-
o
O Uad snavwar aita standard e - —
Jarge-block) for students lsted on e NAR J
(incloding EL students appooved 1o teat with. e
50% axienSed Enu) Dd
0Tt boock for any siudents appeeves o wills s
‘answara b thelr test bocks, lipped to
= Include all packed carions together in ane L]
e o M i s H retumn shipmert and dearly mark them as a set .
fe.g., "Box 10f 27).
FPeasible Ancillary Remsa:
m-ﬂmu—mmunan 3. Label 4, Ship
o w Use the suppited UPS retarm labeis The day before the test, joull
- mgelty IO YOuT TSt Dok FETUT packet. TECEIVE 2N emall with 2 plokup
O Dbt acsarweer ahyassts with miaplaced mass, B — rom e b date, time, and confirmation
dlipped opether by shudent Femove lzbelz ‘Tumber. If you dom't Tecetve the
0Tt bk contalnlng anarwess that st b {hen piace one isbel on each bax anaurmn;manmmnmﬁ
tranacribed fdus to lnauffictent or defective Do not put more T one UPS Tetam label ‘School Day Support. I you need
‘anwwar shests} on each bax. Make sure cach label canbe 10 make 3 change i JOur courer
clearnty read. ploip, contact UPS.
= Mote the UPS tradsing number
istariing with *1Z" in the center of the
[NTTITE T
l e T yocron oo ozl MNOTE: Supplied labels may be different from
- samples ahgen.
UPS Rartuin Lakel peimary test Sy,
— =

‘turv Seukatind Yo Un i accemrmcdated listing window.

alibar bands, tape, of eaplss. Important Notes

+ Do ook i ansneue sheals 1 anyiing.

® Do ot put answer shests Inside teat boaks.
= Omly retum unused answer sheets n this shipment (See What 18 a Used Answer Sheet? earlier In this section )
® I your Teturm labels aTe missing, contact School Day Suppart.

I
1%![.'5‘:!, - ‘Prist your schucol name, achosl code, and full address.
Print Paskage 1 ol 2.

Colored

6 CollegeBoard



Returning For SAT, you will receive two sets of return
Materials materials:

- One for all standard and nonstandard
students who finish testing on the primary
administration.

- One for students testing in the
accommodated window

- Answer sheets for students testing with
accommodations or EL time and one-half
(+50%) should be returned in the white
accommodated testing envelope.

- New standard test materials will be sent for
the makeup test dates.

6 CollegeBoard



PaC k| N - Answer sheet return bags/boxes will have two labels pre-
g applied: a colored label and a UPS shipping label.

An swer S h eets . Used answer sheets and other materials needed for scoring

from the primary School Day test date must be returned the
day after the test.

Keep unused answer sheets until after the makeup
administration. This includes answer sheets that already have
demographic information and/or a pre-ID label but not item
level responses (absentees).

Make sure to accurately and completely fill out the required
fields on the colored label for each answer sheet return box.

On the line that reads “box of " fill in the
number of answer sheet boxes being returned for each
test date. For example, indicate box 1 of 2, box 2 of 2.

Do NOT include your test book shipment box count with
your answer sheet shipment box count.

L abel Colored
Label
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White
Accommodated
Envelope

e B o

SAT School Day Answer Sheets Used by Students Listed on the NAR

rrrrrrrrrrr

- When packing answer sheets, all answer
sheets for any student who is listed on the
NAR, should be placed in the white
accommodated envelope for return.

- This includes English learners testing
with time and one-half (+50%).

- Make sure to ONLY include answer sheets
for students on the NAR.

- We assume that all answer sheets returned
In this envelope tested with an
accommodation or time and one-half
(+50%) for an English learner.

- If an answer sheet is included for a student
that did NOT test with an accommodation
or an English learner with time and one-half
(+50%), the student’s score will go on a
hold for using an unapproved
accommodation.
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Packing Test . Reuse the boxes your test materials
Books arrived in to return test books.
- Loose UPS labels will be included in
g the shipment with the header “TB
FWING N.J DB638 Returns.”
S5 ] NJ 086 004 - Be sure to look for these labels
oL . when receiving your materials and
L I set them aside. They may shift to
| I mmml'““llw the bottom of the box during
Al L shipment.
oy
R 6CollegeBoard




T?St Mate”al  Test coordinators will now use their school’s
Picku PS regularly scheduled UPS pickup to return
materials.

« If UPS does not make regular pickups at their
school, they will schedule a pickup at ups.com
or by calling 800-PICK-UPS (800-742-5877)

In addition to the Coordinator using the pre-paid label information on their

manuals, there is additional answer sheet return boxes.

detail on the new materials _

return process on the College * Pickup schedule:

Soard website: Administration Type ~ Pickup Schedule
Primary test date No later than the day after the

https://collegereadiness.co primary test date

llegeboard.org/pdf/sat-sd-
ups-self-service-
overview.pdf

Accommodated Window The day after all
accommodated testing is
complete but no later than the
end of the window

Makeup date No later than the day after the
makeup date

Final date to return April 29
answer sheets to be May 20 (for May 18 test
scored materials only) d



https://collegereadiness.collegeboard.org/pdf/sat-sd-ups-self-service-overview.pdf

Makeup Survey

Test Coordinators will receive
two makeup survey’s this
year:

One the day before their
primary test date for
materials for 4/27 and/or
4/28

One the day before the
4/27 test date for
materials for 5/18

The email will contain a link to a survey to assist
in determining makeup material needs.

You must respond to the survey even if you
don’t need makeup materials so we can
accurately track responses.

This year the survey will inquire about
makeups for absentee students testing with
blue accommodated testing materials in the
accommodated testing window. Only
request these materials if you are unable to
test these students during the initial
accommodated testing window.

Do NOT administer a make-up test to a student
who took the standard test UNLESS you have
contacted the College Board to report an
irregularity during the primary test date.
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Fee Walvers

Although CSDE is paying for the student’s
SAT registration, students who qualify for
fee walvers can receive SAT School Day
fee waiver benefits.

SAT School Day fee waivers provide to
students:

Unlimited free score sends
4 college application fee waivers

2 SAT Weekend administration fee
waivers

Schools will be receiving codes in a file that
will be available directly in the College
Board K-12 reporting portal this spring.

More information to come about this in
March.
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Questions?
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CONNRCTICUT STATE
DECARTMENT OF EDUCATION
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